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Licensee - LOOP Order Entry Quick Reference Guide 
 

Introduction: 
 
This reference guide will explain how to enter and manage orders in the new Licensee 
Online Order Portal (LOOP) by: 
 

¶ Entering items manually 

¶ Using the search bar 

¶ Uploading a CSV or Excel file 

¶ Browsing by department 

¶ Using the Mobile Barcode Scan feature 

¶ Populating a LOOP order based on a previously placed order 

¶ Approving or rejecting a LOOP order  
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Glossary 
 

Acronym Meaning 

LOOP Licensee Online Order Portal 

PLCB Pennsylvania Liquor Control Board 
 

  



Licensee - LOOP Order Entry Quick Reference Guide  
 

  Page 4 of 39 

LOOP Order Entry 
 
All licensee orders will be captured in the new Licensee Online Order Portal (LOOP). 
The Licensee Buyer, Approver or Administrator (Admin) will place orders for stock 
merchandise (not Special Orders [SOs]) in LOOP, and the Licensee Approver or 
Licensee Admin will approve orders to release them for processing. We will now walk 
through the different ways to place an order in LOOP.  
 
Link to eLearning video: Licensee - LOOP Order Entry 
 

Enter Items Manually 
 

1. Navigate to the Licensee Online Order Portal (LOOP), enter valid login  
  credentials, then Sign In. 
 

 
 

  

https://youtu.be/WMqiQQ3kbfg
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2. Verify the fulfillment type and store before moving to placing the order. 
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3. Click Enter SKUs manually on the Landing Page (as shown at the bottom of the 
screenshot below).  

 
  

  

A Pop-up Window will appear.  
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4. Enter [SKU/PLCB Item Number], then select the product.  
  

  
 
5. Click Add Another Row to add additional products.  
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6. Click Add All Available Items to Cart.  
  

  

Note: Ensure there are no products added in error before clicking Add All Available 
Items to Cart.  

7. Click the Shopping Cart Icon to view the item(s) in the cart, then confirm they are 
correct. 
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8. Click Continue to Checkout. 

 

9. If scheduling a pickup order at a Fine Wine & Good Spirits (FW&GS) store, select a 
date and time from the options presented. If scheduling a pickup order at a Licensee 
Service Center (LSC), a payment method must also be selected. If Licensee 
Delivery Program (LDP) is the fulfillment method, only dates (no times) will appear. 
A date and payment method must be selected from the available options. 
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10. Click Place Order. 

 

Note: After the order is submitted, the status will change to ñPending Approval.ò   
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Using the Search Bar 
 
1. Navigate to LOOP, enter valid login credentials, then Sign In. 
 

 

2. Verify the fulfillment type and store before moving to placing the order. 
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3. Click the Search bar. 

 

4. Begin typing the item to search for. 

 

Note: A search can be performed by typing in item key words including, but not limited 

to: product name, product description, brand name, category type, SKU/PLCB Item 

Number (for FW&GS or LSC pickup) or by Shipping Container Code (SCC) (for LDP). 
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5. Adjust item quantity (+/-) as needed. Click Add Bottles to add item(s) to cart. 

 

6. Click the Shopping Cart Icon to view the item(s) in the cart. 

 

  



Licensee - LOOP Order Entry Quick Reference Guide  
 

  Page 14 of 39 

7. Click Continue to Checkout. 

 

8. If scheduling a pickup order at a FW&GS store, select a date and time from the 
options presented. If scheduling a pickup order at an LSC, a payment method must 
also be selected. If LDP is the fulfillment method, only dates (no times) will appear. A 
date and a payment method must be selected from the available options. 
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9. Click Place Order. 

 

Note: After the order is submitted, the status will change to ñPending Approval.ò 
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Upload a CSV or Excel File 
 
Licensees can upload a CSV or Excel file to LOOP as a faster way to upload a larger 
order. 
 
Note: The CSV file template is also available for download on the LOOP homepage. 
 
1. Navigate to LOOP, enter valid login credentials, then Sign In. 
 

 

2. Verify the fulfillment type and store before moving to placing the order. 
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3. Click Upload a CSV or Excel file.  
  

 

 

Note: An example csv template can be found by clicking the Download a CSV Template 
link at the bottom of the screen, just below the Upload a CSV or Excel file button. 

  

  














































